
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. C U 3 I 

P a g e 1 o f 4 

Agency 
Cecil County Government 

Division/Unit 
Senior Services and Community Transit 

Item 
No. 

Description Retention 

This series includes general senior care programs records, senior 
care services and activities, support services, service records, 
grant documents, and Medicaid waivers. 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. | 

t 
l 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

SENIOR CARE RECORDS 
General Senior Care Programs Records 

A. Seniorj Care Program 
B. Seniori Assisted Living Group Home Subsidy (SALGHS) 
C. Long Term Care - Ombudsman Program 
D. National Family Caregiver 
E. Seniorj Care, SALGHS, and Healthy Lifestyle Fitness 

CenteifHLFC): Client Records 
Client ilntake Form F. 

G. 

Retain hard copy until scanned 
and image verified then destroy 
hard copy. Retain imaged copy 
for three (3) years from the end 
of the fiscal year the file was 
closed then destroy. 

Senior 
Insurance Program 

Information and Assistance Program and Health 

H. Guardianship: Client Records 
I 

(Continued) 

Retain hard copy until scanned 
and image verified then destroy 
hard copy. Retain imaged copy 
for four (4) years after 
guardianship ends then destroy. 

Schedule Approved by Department, Agency, 
or Division Representat ive! 
Date 

jSignature 

Typed Name Scott Mesneak 

Tit le IT & Records Retent ion Director 

Schedule Author ized by State Archivist 

Date ? O^aah 2o>t< 

Signature 

D G S 550-1 



• 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. c u ^ l DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

P a g e 2 o f 4 

/ Agency j Division/Unit 
Cecil County Government Senior Services and Community Transit 

i 
t 

Item 
No. 

Description 
i 

Retention 

2 

I. SALGHS: Electronic Records 
J. Fiscall Reports 

| 
i 

K. Ombudsman and Caregiver: Client Records 
i 
I 

L. Caregiver: Electronic Records 

! 

M. Guardianship Program 

| 

N. Seniorj Care: Electronic Records 

Senior Care Services and Activities 
A. Health Promotion and Disease Prevention 
B. Senior]Activities/Events 
C. Healthy Lifestyle Fitness Center 
D. Senior Center and Fitness Center Incident Reports 
E. Senior Nutrition Program 
F. Home Shopping Program 
G. SeniorjFarmer's Market Program 

I 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for five 
(5) years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain hard copy for seven 
(7) years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain for seven (7) years 
from the end of the fiscal year 
the file was closed then 
destroy. 

Scan original and verify 
image. Retain hard and 
imaged copy permanently and 
transfer hard and image copy 
every 5 years to Archives. 

Retain for three (3) years after 
client is deceased then 
destroy. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for three 
(3) years from the end of the 
fiscal year the file was closed 
then destroy. 

D G S 550-1A I 
DEPARTMENT OF GENERAL SERVICES Schedule No. 

i 
i 
i 



-

RECORDS MANAGEMENT DIVISION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

(Continuation Sheet) 

c i r M 
P a g e 3 o f 4 

Agency Division/Unit 
Cecil County Government Senior Services and Community Transit 

i 
Item 
No. 

Description Retention 

3 

H. Transportation 

j 

Support Services 
A. Support Services - Retired & Senior Volunteer Program 

(RSVP): Grant Records 
B. Volunteer Program 
C. Support Services - Transportation 
D. Support Services - Legal Assistance 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for five 
(5) years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for three 
(3) years from the end of the 
fiscal year the file was closed 
then destroy. 

4 

E. Support Services - Long Term Care Supervisor 

i 
I 
I 
I 

Service Records 
A. Preventative Health - Medication management, nutrition, 

counseling, nutrition education, fitness: Service Records 
B. Home Delivery Meals and Congregate Meals: Service 

Records 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain image until client file 
is closed out then destroy. 

Retain hard copy for four (4) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

5 
i 

Grant Documents 
A. Congregate Nutrition Services: Grant Documents 
B. Congregate Meals: Grant Documents 

C. Home Delivery Meals: Grant Documents 

i 

I 
I 
l 

I 

Retain hard copy for four (4) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain hard copy for three (3) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

DGS 550-1A 
DEPARTMENT OF GENERAL SERVICES Schedule No. 

i 

f 
i 
I 
I 



RECORDS MANAGEMENT DIVISION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

(Continuation Sheet) 

C H 3 I 
P a g e 4 o f 4 

Agency Divis 
Cecil County Government Senior Services < 

i 

ion/Unit 
ind Community Transit 

Item 
No. 

Description Retention 

6 Medicaid Wa 
A. Med 
B. Med 

iver 
icaid Waiver 
icaid Waiver: Client Records 

i 

! 
i 
i 
I 
i-
i 
i 
i 
i 
1 
i 

Retain hard copy for six (6) 
years from the end of the 
fiscal year the file was closed 
then destroy. 

D G S 550-1A 



Instructions - T y p e or Print a separate form for i 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 550-1) | 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for i 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 550-1) | 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency ! 

Senior Services and Community Transit | 
1 
i 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title j 

Caregiver: Electronic Records 
5. Earliest Year/LatestYear 

2 0 0 1 t n 2 0 0 9 

P. Record Series Description (Briefly describe the.types of Information/do 

T h e r e are encrypted comprehensive assessr 
eligibility. Also statistical reports. 

i 

cUments/forrns found in the series. Include the purpose or function of Ihe series.) 

nents that are on the computer. They are assessments of caregivers used in determining 

7. Record Series Fbrmat(s) List all j 

l 

• Letter Size o Mcrofilm j 

• Legal Size a Computer Tape J 

• Audio Tape o Floppy Disk 

a Bound Book • video Tape, 

o Other (snedfyl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

9: volume 

• File.Drawer(s) 

• Microfilm Reel(sj 

n Onrrmnffir Tanp(s) 
Number 

• Other (soeclfVt 

7. Record Series Fbrmat(s) List all j 

l 

• Letter Size o Mcrofilm j 

• Legal Size a Computer Tape J 

• Audio Tape o Floppy Disk 

a Bound Book • video Tape, 

o Other (snedfyl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv) 

Keyword Lookup 

10. Annual Accumulation 

D File Drawer(s) 

0 Microfilm Reel(s) 

n Cnmputftr Tani»Cs> 
Number 

• Other (specify) 

11. File is Used j 

• Daily o Weekly. • Monthly o Annually 

12. FileiBecomes Inactive After 

^ n Mnnthfs) Ynarftl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

SSCT Office 
14.' Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Lawfs) & Regutation(s) 1 

a Yes • No | 

1 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is ati Index System used? If yes.explzin briefly arid describe requirements 
1 

• Yes • No i 

.18. .Recommended Retention 

Retain for seven (7) years f rom the end of the 
fiscal year the file w a s c losed then dest roy. 

\ 

19. Name and Title of Preparer I 

Scott Mesneak ! 
IT & Records Retention Director j 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/83) 



Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

1 1 
PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title | 

Client Intake Form j 

5. Eailiest Year/Latest Year 

1998 t a 2010 

6. Record Series Description (Briefly describe the.types of inforrnatiori/d 

Registration Forms required for each seniorj 
member and transportation system. Demogr 
Information Release Form included in the fo 
statewide database for MDoA 

icurrents/forms found in the series. Include the purpose or function of the series.) 

center participant, home delivered meal recipient, home shopping client, splashing senior 
aphic information collected, Daily ADL's and Nutrition Screening, Voter Registration and 
rm. Information updated yearly for active participants and entered into AIM database -

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • Video Tape. 

• Other fsneriM ! 

8. RecardSeries Sequence. 

• Alphabetical 

• Numerical 

o Chronological 

• Geographical 

• Other (sner.ifvi 

9! Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

n Onmnnrer TarWsl 
Number 

• Other esoeciM 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • Video Tape. 

• Other fsneriM ! 

8. RecardSeries Sequence. 

• Alphabetical 

• Numerical 

o Chronological 

• Geographical 

• Other (sner.ifvi 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

O Computer TapefsV 
Number 

• "other(specify) A I M Database 

11. File Is Used | 

• Daily • Weekly. a Monthly a Annually 

12. File Becomes Inactive After 

3 

n Mnnrhfsl a Ynarfsi 
Number 

13. Current Location(s) (Bldg.. Floor, Roam) } 

SSCT File j 
14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

AIM Database 
• Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regulations) | 

i 
• Yes • No i 

i 
1 
1 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes • No i 
1 
1 
i 

.IB. .Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. TelephoneNumber. 

410-996-5205 
21. Date 

9/10/2010 

DGS 550-4 (Rev. \IB3) 



3 

Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1) 

i 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410 -799 -1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1) 

i 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410 -799 -1930 

PAGF. 1 OF 1 

•1. Department/Agency j 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t ! 

i 

2. Division. 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 1 

C o n g r e g a t e M e a l s : G r a n t D o c u m e n t s j 

i 

5. Earliest Year/Latest Year 

1 9 8 9 t o 2 0 1 0 

6. Record Series Description (Briefly describe the.types of informatlbn/jlocuments/forrns found in the series. Include the purpose or function of the series.) 

C o n g r e g a t e M e a l g r a n t d o c u m e n t s a r e s to red in t h e S S C T B u d g e t Ass is tant 's off ice a n d in the T r e a s u r e r ' s Of f ice . 

1 
1 

7. Record Series Format(s) List all 

t 

• Letter Size ••Mcrofilm j 

1 
• Legal Sire • Computer Tape | 

• Audio Tape o Floppy Disk j 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (soecifvi 

Keyword Lookup 

9. Volume 

• File.Drawerfs) 

0 Mcrofilm Ree!(sj 

O Comouter Taoefsl 
Number 

0 Other (soeciM 

• Bound Book D Video Tape. ! 

• Other fsDedfvl 1 

i 
I 
I 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (soecifvi 

Keyword Lookup 

10. Annual Accumulation 

n File Drawees) 

d Microfilm Reel(s) 

n Computer Tapefs^ 
Number 

• "Other (specify) 

11. File Is Used j 

• Dally • Weekly • Monthly • Annually 

I 

12. File Becomes Inactive After 

4 
n Mnnrhfsl • Yearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) ! 

S S C T B u d g e t Ass is tant 's O f f i ce j 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

Treasurer's Office 
• Yes • No 

15. Access Restrictions (IfYes, cite Law(s) a Regulatlon(s) ! 

• Yes • No | 

1 
1 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index. System used?.If yes, explain briefly and describe req 
| 

• Yes • No | 

1 

ilrements 18. Recommended Retention 

Retain hard copy for four (4) years f rom the end of 
the f iscal year the file w a s c losed then dest roy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k ] 
IT & R e c o r d s R e t e n t i o n D i rec tor 

20; Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

2 1 . Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/03) 



! 4 

1 

Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 550-1) | 

I 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

AGENCY RECORDS I N V E N T O R Y 

1 

Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 550-1) | 

I 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

PAGE ^ OF 1 

1. Department/Agency 

Senior Services a n d Community Transit 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title j 

Congregate Nutrition Services: Grant Documents 
5. Eatliest Year/Latest Year 

1989 , 0 2010 

6. Record Series Description (Briefly describe the.types of Informatlo'n/clocuments/forms found in the series Include the purpose or function of the series.) 

Congregate Meal grant documents are stored in the SSCT Budget Assistant's office a n d in the Treasurer's Office. 

7. Record Series Format(s) List all 

• Letter Size ' • Microfilm 

• Legal Size .0 Computer Tape 

• Audio Tape D Floppy Disk 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

0 Chronological 

• Geographical 

• Other fsnerifvl 

Keyword Lookup 

9: Volume 

• File Drawer(s). 

• Microfilm Reel(s) 

n Cnmrnitpr T a n p f ^ 
Number 

• Other (soecifvl 

o Bound Book • video Tape j 

• Other fsoecifv) 1 
1 
1 
1 
! 

1 

9. Record Series Sequence. 

• Alphabetical 

• Numerical 

0 Chronological 

• Geographical 

• Other fsnerifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

D Comuuter TarWsl 
Number 

• Other (specify) 

11. File Is Used i 

i 
• Dally. • Weekly | | Monthly 0 Annually 

i 
i 

12. File Becomes Inactive After 

4 
• • Monthfsl • Yearfsl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) | 

SSCT Budget Assistant's Office j 
i 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

Treasurer's Office 
• Yes % • No 

15. Access Restrictions (IfYes, cite Law(s) a Regutatlon(s) j 

1 
a Yes • No | 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly arid describe requirements 

t 
• .Yes • No | 

i 

1 
1 

18. Recommended Retention 

Retain hard copy for four (4) years f rom the end of 
the f iscal year the file w a s c losed then destroy. 

19. Name and Title of Preparer j 

S c o t t M e s n e a k ] 

IT & R e c o r d s R e t e n t i o n D i rec tor j 

! 
1 

20. Telephone Number 

410-996-5205 
21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



5 

1 
Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1) I 

I 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY 

1 
Instructions - T y p e or Print a separate form for | 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1) I 

I 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency I 

Senior Services and Community Transit 
• 2, Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title | 

Fiscal Reports 
! 

5. Earliest Year/Latest Year 

2004 t 0 2010 

6. Record Series Description (Briefly describe the.types of inforrnatlo'n/docurnents/forrrts found in the series. Include the purpose or function of the series.) 

File includes: Senior Care Program Financial Form, MTA Form 2A-Service Performance Summary, Form 9-Operating Budget Summary, 
Caregiver Fiscal and Statistical Data, MD Dept: of Transportation Request for Payment, MD Dept of Aging Senior Assisted Home 
Subsidy Report, MD Dept. of Aging Standard Program Financial Report, MD Dept. of Aging form 269 Quarterly Financial Report, 
Request for Funds, Medicaid Waiver Administrative Personnel Billing, and Area Plan Summary Budget reports and forms. 

i 
7. Record Series Format(s) List a" 

j 

• Letter Size • Mcrofilm j 

• Legal Size .0 Computer Tape j 

• Audio Tape a Floppy Disk j 
I 

• Bound Book • Video Tape 

• Other Csoerlfvl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

o Chronological 

• Geographical 

• Other fsDecifv) 

Keyword Lookup 

9. Volume 

• File.Drawerfs) 

• Mcrofilm Ree!(sj 

O Comouter TaoeCsl 
Number 

n Other CsoRCifvl 

7. Record Series Format(s) List a" 

j 

• Letter Size • Mcrofilm j 

• Legal Size .0 Computer Tape j 

• Audio Tape a Floppy Disk j 
I 

• Bound Book • Video Tape 

• Other Csoerlfvl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

o Chronological 

• Geographical 

• Other fsDecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

•', Microfilm Reel(s) 

n Computer TaperVt 
Number 

• 'Other (specify) 

11. File Is Used j 

• Dally 0 Weekly. H Monthly • Annually 

! 
t 

12. File Becomes Inactive After 

^ n Mnnthfsl % Ynarf-O 

Number 

13. Current Location(s) (Bldg,, Floor, Room) 1 

SSCT Office | 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(;) & Regulations) j 

• Yes • No | 

10. Audit Requirements 

• None S State O Federal • Independent 

17. Is an Inde* System used? If yes, explain briefly arid describe rec 

• Yes • No 

ulrements .18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for five (5) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and TitJe of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor j 

20.' Telephone Number 

410-996-5205 
21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for j 

each new or revised record series. Forward 1 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for j 

each new or revised record series. Forward 1 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

1 1 
PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
-1. Record Series Title | 

Guardianship: Client Records | 
5. Eariiest Year/Latest Year 

1 9 9 5 t 0 2 0 0 9 

6. Record Series Description (Briefly describe the.types of informattbn/d 

A folder is created for each client ( 6 5 years |c 
adult public guardianship review board, and 
client (ward) are consistent w i th his/her wis^ 
the law. 

jcuments/forfns found in the series Include the purpose or function of the series.) 

j.r o lder ) t h a t inc ludes court d o c u m e n t s , m e d i c a l a n d f inanc ia l in format ion , p r o g r e s s n o t e s , 

a n y other per t inent in format ion in o rder to e n s u r e tha t t h e d e c i s i o n s m a d e o n beha l f o f t h e 

e r or if t h o s e w i s h e s a r e u n c l e a r or u n k n o w n tha t it is in h is /her b e s t in terest w i l e a d h e r i n g to 

7. Record Series Format(s) List all 

• Letter Size ' • Mcrofilm 

• Legal Size 0 Computer Tape 

O Audio Tape a Floppy Disk 

• Bound Book o Video Tape. 

nnthPrfsnerifV) 

8. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

. • Geographical 

• Other fsoecifv) 

Keyword Lookup, 

9. Volume 

• File Drawer(s), 

• Mcrofilm Fteel(s) 

n Cnrmutftr Tanefsl 
Number 

• Other Csoecify) 

7. Record Series Format(s) List all 

• Letter Size ' • Mcrofilm 

• Legal Size 0 Computer Tape 

O Audio Tape a Floppy Disk 

• Bound Book o Video Tape. 

nnthPrfsnerifV) 

8. Record Series Sequence 

• Alphabetical 

0 Numerical 

• Chronological 

. • Geographical 

• Other fsoecifv) 

Keyword Lookup, 

10. Annual Accumulation 

• File Drawerjs) 

• ' Microfilm Reel(s) 

n CnmuutRr TanRfsl 
Number 

• Other (specify) 

11. File is Used j 

• Dally • Weekly ^ • Monthly • Annually 

) 

12. File.Becomes Inactive After 

4 
• Monthfsl Yearfsl 

Number 

13. Current Location(s) (Bldg.. Floor, Room) [ 

S S C T Of f ice ! 

I 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regutation(s) 1 

• Yes • No J 
j 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is ah Index System used? If yes, explain briefly and describe requirements 

• Yes • -No I 

.18. Recommended Retention 

Retain hard copy until scanned and image veri f ied 
then destroy hard copy. Retain imaged copy for four 
(4) years after guardianship ends then destroy. 

19. Name and Title of Preparer i 

S c o t t M e s n e a k i 

IT & R e c o r d s R e t e n t i o n D i rec tor j 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/B3) 



7 

INSTRUCTIONS - Type or print a 
separate form for each new/revised 1 
electronic record series. Forward with \ 
Records Retention Schedule (DGS 550-1) j 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 D E P A R T M E N T / A G E N C Y 

Cecil County Government j 
2 D I V I S I O N 
Sen ior Serv ices and Commun i t y Transi t 

3 U N I T 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 E L E C T R O N I C R E C O R D S E R I E S T l 

Guard iansh ip Program 
TLE 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

1995 j o 2010 

6 INPUT - Identi ty sou rce of in fo rmat ion to be en te red 

Paper j 
i 

7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S DE 

File inc ludes: Do Not Resusc i ta te Order 
Repor t to the Cour t Letter, Repor t Deat t 
Resc ind ing Peg T u b e Order , Rescinding 
Reques t Do Not Resusc i ta te , Phys ic ian 

i S C R I P T I O N - Brief ly desc r ibe the i n fo rma t ion /documen ts / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of the sys tem. 

to the Court , Do Not Resusc i ta te Report to the Court , Annua l Report t o the Court , Annua l 
i to the Cour t Letter, Rev iew Board Report , Stat ist ical Data Report , Death Repor t to Court , 
) Peg Tube Report , Long Te rm Ca re Report P lacement , Transfer for Evaluat ion, Phys ic ian 
Request Peg Tube Order, a n d S top Peg Tube Order to Cour t repor ts and fo rms. 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion , Depar tment Heads , wi l l have (delete) (print) and (hold) access. Manage rs and emp loyees 
wi th the "need to know" wil l have j ( read) , (print) and (hold) access . 

i 
10 U P D A T I N G C Y C L E S OR C O N D I T K 

Updates are not allowed on the c 
rep laced. 

]>NS A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 
I 

Original document ; if updates are needed , the documen t needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensu re t he record 's re tent ion a n d usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

Ceci l County Government Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposa l da te , and then record is pu rged . 

! 
i 

12 R E C O M M E N D E D R E T E N T I O N | 
Scan original and verify image. Retain hard and imaged copy permanently and transfer hard and image copy every 5 years to Archives. 

13 T Y P E D O R P R I N T E D N A M E O F \ 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retent ion Director 

D G S 550 -6 



s 
Instructions - T y p e or Print a separate form for j 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1 ) ! 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS INVENTORY 

PAGE ^ OF 1 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3 Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

A. Record Series Title 1 

hieaith Promotion and D i s e a s e Prevention 

1 

5. Earliest Year/Latest Year 

2 0 0 6 t 0 2 0 1 0 

6. Record Series Description (Briefly describe the'types of information/ 

F i le inc ludes Moni to r ing Q u e s t i o n n a i r e a n d 

ocume'nts/forms found in the series. Include the purpose or function of the series.) 

S e r v i c e s R e p o r t 

7. Record Series Format(s) List all 

• LetterSlze •Microfilm 

0 Legal Size Computer Tape 

• Audio Tape • Floppy Disk 

8. Record Series Sequence. 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Other (sDecifvi 

Keyword Lookup; 

9.' Volume 

O File Drawer(s). 

• Microfilm Reel(s) 

n Cnmmitffr Tanpfst 
Number 

0 Other (snecifvl 

• Bound Book • Video Tape ! 

1 
• Ottter rsnerirvT ! 

i 
1 
1 

8. Record Series Sequence. 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Other (sDecifvi 

Keyword Lookup; 

'10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n OnmiiutRr TajiRrVl 
Number 

• Other (specify) 

11. File Is Used j 

• Dally. • Weekly g i Ninthly • Annually 

I 
I 
I 

12, File Becomes Inactive After 

n Mnnrhttl Ynarfsl 

NurTfeer 

13. Current Locations) (Bldg., Floor, Room) | 

SSCT O f f ice j 

i 

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

o Yes t No 

15. Access Restrictions (IfYes, cite Lawfs) & Regulatton(s) ' 
l 

• Yes • No ! 
1 

i 
1 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index.System used? If yes,.explain briefly arid describe reql 

• Yes • No 

Irements .18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name.and Title of Preparer j 

S c o t t M e s n e a k j 

IT & R e c o r d s R e t e n t i o n D i rec tor j 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/S3) 



INSTRUCTIONS-Type or print a j 
separate form for each neWrevised | 
electronic record series. Forward with 1 
Records Retention Schedule (DGS 550-1) ! 
COMAR 14.18.04 j 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

P a g e 1 of 1 

1 
1 D E P A R T M E N T / A G E N C Y 
Cecil County Government i 

I 

2 D I V I S I O N 
Sen io r Serv ices and Commun i t y Transi t 

3 UN IT 

i 
DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

and disposition purposes 
I 

4 E L E C T R O N I C R E C O R D S E R I E S T i l 
Healthy Lifestyle Fi tness Center 

i 

"LE 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2006 j o 2010 

6 INPUT - Identify sou rce of in fo rmat ion to be en te red 

Paper ! 
i 

7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Brief ly desc r ibe the in fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude purpose a n d func t ion o f the sys tem. 

Fi le inc ludes : App l ica t ion , Inc ident Repor ts , Photo Re lease , Ass ignmen t , W a i v e r a n d Re lease , Re fund , F i t ness Log , Med ica l 
Re lease , Depos i t , B lood P ressu re S c r e e n i n g Re lease , Med ica l Re lease for Cec i l C o u n t y E m p l o y e e s , Li fe B e y o n d C a n c e r 
Med ica l Re lease a n d Wa ive r , S ign- In Sheet , Arthr i t is Founda t ion W a i v e r a n d App l i ca t ion , M e m b e r s h i p App l i ca t i on a n d Wa ive r , 
M e m b e r s h i p R e d u c e d Rate f o r m s a n d repor ts . 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion , Depar tment Heads, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wil l have! ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S ' O R CONDITIC 

Updates are not a l lowed on the c 
rep laced. 

) N S A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

r iginal document ; if updates are needed , the documen t needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D ME 
ensu re the record 's re tent ion a n d us 

Ceci l County Government A d m i n 
Record is avai lable until the disp< 

D I A O F T H E M A I N E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
abil ity t h roughou t the record 's au thor i zed life cyc le . 

istration Bui lding 
)sal da te , and then record is purged . 

12. R E C O M M E N D E D R E T E N T I O N 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for three (3) years from the end of the fiscal year the file was closed then destroy. 

13 T Y P E D OR P R I N T E D N A M E O F I 
P R E P A R E R | 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R | 

IT & Records Retent ion Director 
! 

D G S 5 5 0 - 6 ! 



1 

Instructions - T y p e or Print a separate form for I 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 
I 
I 
i 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

A G E N C Y RECORDS I N V E N T O R Y 
1 

Instructions - T y p e or Print a separate form for I 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 
I 
I 
i 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1830 

PAGE 1 OF ^ 

1. Department/Agency j 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t j 

I 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: Aqroup ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title j 

H o m e D e l i v e r y M e a l s a n d C o n g r e g a t e M e a l s : S e r v i c e R e c o r d s 

I 

5. Earliest Year/Latest Year 

1 9 9 8 t 0 2 0 1 0 

6. Record Series Description (Briefly describe the.types of infbrrraiio'n/dr. 

M e a l s a r e d e l i v e r e d t h r e e t i m e s e a c h w e e k , 
( A u t o m a t e d In fo rmat ion M a n a g e m e n t ) - a s i 

cuments/forrns found in the series. Include the purpose or function of the series.) 

t w o m e a l s per p e r s o n e a c h t i m e , M e a l de l ivery informat ion is k e p t in A I M d a t a b a s e 
a tewide d a t a b a s e for M D o A in format ion . 

7. Record Series Formats) List all j 

• Letter Size •Microfilm 

• Legal Size . • Computer T3pe 

• Audio Tape • Floppy Disk 
I 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Othpr f'snpnfi/1 

Keyword Lookup 

9: volume 

• File Drawer(s). 

O Microfilm Reel(s) 

n Cnmnntftr TanprVi 
Number 

• Other fsneciM 

• Bound Book • video Tape. | 

o Other (soedivt ! 

i 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Othpr f'snpnfi/1 

Keyword Lookup 

10. Annual Accumulation 

O File Drawer(s) 

D Microfilm Reel(s) 

n Onmuuter TanefsV 
Number 

O Other (specify) 

11. File Is Used 

• Daily • Weekly a Monthly aAnnu; »y 

12, File Becomes Inactive After 

4 
n Months « Voarf^ 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

A I M 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes f No 

15. Access Restrictions (IfYes. cite Lavv(<) & Regulation(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is ah Index.System used? If yes. explsln briefly arid describe rec 

• Yes • Nip 

lilrements 

J 

18. Rerommended Retention 

Retain hard copy for four (4) years f rom the end of 
the f iscal year the file w a s c losed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 
IT & R e c o r d s R e t e n t i o n D i rec tor 

1 

j 
j 

20. TelephoneNumber. 

4 1 0 - 9 9 6 - 5 2 0 5 

'21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



11 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency j 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t | 

1 

2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A flroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title I 

H o m e D e l i v e r y M e a l s : G r a n t D o c u m e n t s J 

5. Earliest Year/Latest Year 

1 9 8 0 t D 2 0 0 9 

£1. Record Series Description (Briefly describe the.types of informatlon/documents/forTTts found in trie series Include the purpose OR function of the series.) 

H o m e D e l i v e r e d M e a l grant fund d o c u m e n t s a r e k e p t by S S C T B u d g e t Ass is tan t a n d T r e a s u r e r ' s Of f ice 

I 
J 

7. Record Series Format(s) List all [ 

I 
i 

• Letter Size •Microfilm J 

• Legal Size .0 Computer Tape j 

• Audio Tape • Floppy Disk | 

0. Record Series Sequence. 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Other FSOECIFVS 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Onmniiter Tanefsl 
Number 

n Other (soecifvl 

• Bound Book • Video Tape J 

i 
• Other (soeclfv) [ 

0. Record Series Sequence. 

• Alphabetical 

a Numerical 

• Chronological 

• Geographical 

• Other FSOECIFVS 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

CL Microfilm Reel(s) 

O ComDuter Taner'sl 
Number 

• Other (specify) 

11. File Is Used j 

I 
0 Dally • Weekly. • Monthly a Annually 

I 
i 

12. File Becomes Inactive After 

3 
• Monthfsl • Ye arte) 

Number 

13. Current Locations) (Bldg., Floor, Room) [ 

S S C T Of f ice j 

1 

1 

H. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes § No 

15. Access Restrictions (IfYes, cite Law(s) 8- Regulation(s) 

0 Yes • No 

16. Audit Requirements 

• None • State • Federal • . Independent 

17. Is an lode*. System used? If yes, explain briefly and describe requirements 

• Yes • No | 

j 

18. Recommended Retention 

Retain hard copy for three (3) years f rom the end 
of the f iscal year the file w a s c losed then destroy. 

19. Name and Title of Preparer j 

Scot t M e s n e a k J 

IT & R e c o r d s R e t e n t i o n D i rec tor | 

1 

20: Telephone Numher 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 560-4 (Rev. 1/B'J) 



( 2 -

1 
Instructions - T y p e or Print a separate form for 1 

each new or revised record series. Forward [ 

with Records Retention Schedule ( D G S 550-1) j 

i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A O E N C Y R E C O R D S I N V E N T O R Y 
1 

Instructions - T y p e or Print a separate form for 1 

each new or revised record series. Forward [ 

with Records Retention Schedule ( D G S 550-1) j 

i 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ OF 1 

1. Department/Agency 

Senior Services a n d Community Transit 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title j 

Home Shopping Program 
5. Earliest Year/Latest Year 

2006 t 0 2010 

6. Record Series Description (Briefly describe the.types of Information/o'c 

F i le includes Cash Receipts Ledger and Spr 

i 

cuments/forms found in the series Include the purpose or function of the series.) 

ead Sheets. 

7. Record Series Format(s) List all 

• Letter Size a Mcrofilm 

a Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o video Tape. 

• Other fsDeclM 

8. Record Series Sequence-

• Alphabetical 

0 Numerical 

a Chronological 

. • Geographical 

• Other (soecifvi 

Keyword Lookup 

9. Volume 

• File Drawerfs) 

• Mcrofilm Ree!(s; 

n Cormurer TaDRisI 
Number 

• Other (specify^ 

7. Record Series Format(s) List all 

• Letter Size a Mcrofilm 

a Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o video Tape. 

• Other fsDeclM 

8. Record Series Sequence-

• Alphabetical 

0 Numerical 

a Chronological 

. • Geographical 

• Other (soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• Rile Drawer(s) 

•• Microfilm Reel(s) 

• Comouter Taoefsl 
Number 

o Other (specify) 

11. File is Used 

• Dally • Weekly, • Monthly oAnnu; 

12. File Becomes Inactive After 

3. 
v 0 Monthfsl • Yearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

SSCT Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

0 Yes i No 

15. Access Restrictions (IfYes, cite Lawfs) & Regulatlon(s) | 

• Yes • No j 

18. Audit Requirements 

• None • State • Federal • Independent 

17. 1 s an Index System used? If yes, explain briefly and describe re 

• Yes • No 

uirements 

j 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

Scott M e s n e a k 

IT & Records Retention Director 

I 
i 
i 
i 

20.' TelephoneNumber 

410-996-5205 
21. Date 

9/10/2010 

DGS 560-4 (Rev. 1/93) | 
I 



13 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 

1 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title | 

Long Term Care - Ombudsman Program j 

i 

5. Earliest Year/Latest Year 

2003 t 0 2010 

P. Record Series Description (Briefly describe the.types of Informatloh/dd 

File includes: Release of Records, Ombudsn 
Certification forms and records. 

1 

cume'rtts/forfns found in the series Include the purpose Or function of the series.) 

nan Program Monitoring Form, Orhbudsmanager Case F i le , and Referral to Licensing and 

7. Record Series F'ormat(s) List all j 

! 

• Letter Size u Mcrafl|m 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book a Video Tape 

• Othfirfsnerifvl 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other ('sner.ih/i 

Keyword Lookup 

9: Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnrmtifpr Tanpfsl 
Number 

• Other (soeclfvl 

7. Record Series F'ormat(s) List all j 

! 

• Letter Size u Mcrafl|m 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book a Video Tape 

• Othfirfsnerifvl 

9. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other ('sner.ih/i 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

a" Microfilm Reel(s) 

a Computer TaDe(s1 
Number 

• Other (specify) 
n . File is Used 

• Daily • Weekly. o Monthly • Annua 

12. File Becomes Inactive After 

n Monthfs) | Ynartsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) J 

SSCT Office j 

i 

M. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

n- Yes 1 No 

15. Access Restrictions (IfYes cite Lawfs) & Regulation(s) 

• Yes • No 

1B. Audit Requirements 

• None • State D Federal • Independent. 

17. Is an Index.System used? If yes,.explain briefly and describe requirements 

• Yes • No | 

i 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

! 
19. Name and Title of Preparer | 

Scott M e s n e a k 

IT & Records Retention Director | 
| 
I 

20̂  Telephone.Number, 

410-996-5205 
21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/03) 



1 
Instructions - T y p e or Print a separate form for j 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1938 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 

Instructions - T y p e or Print a separate form for j 

each new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1938 

PAGF 1 OF 1 

1. Department/Agency i 

S e n i o r Services and C o m m u n i t y T r a n s i t 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

M e d i c a i d W a i v e r : C l i e n t R e c o r d s 

5. Earliest Year/Latest Year 

2 0 0 1 f o 2 0 0 9 

6. Record Series Description (Briefly describe the types of informatlon/documents/forrns found in the series Include the purpose or function of the series.) 

A file is c r e a t e d for e a c h c l ient that i n c l u d e s | c a s e notes , m e d i c a l in format ion, c o m p r e h e n s i v e a s s e s s m e n t s , p l a n s of c a r e , initial 
app l ica t ion , a d v a n c e d d i rect ives , inc ident reports , g o day r e v i e w s , and o ther per t inen t in format ion that a l l o w s e a c h e l ig ib le adu l t ( 5 0 
y e a r s or o lder ) to r e m a i n in the c o m m u n i t y ra ther t h e n u n n e c e s s a r y inst i tut ional izat ion. R e c e i v i n g m e d i c a i d benef i ts , a l so m o s t of the 
c l ient data is i m p u t e d into the m e d i c a i d w a i y e r (web -based) t ra ining s y s t e m . Prov ider ( M e d i c a i d W a i v e r Ass is ted Liv ing H o m e ) f i le that 
c o n t a i n s a c o p y of the app l ica t ion of m e d i c a i d w a i v e r a p p r o v e d . 

7. Record Series Formates) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other tsnerifvi 

Keyword Lookup 

9. Volume 

• File. Drawerfs) 

• Microfilm Reel(s) 

n Cnmnuter Tsnei'sl 
Number 

O Other fsoecifvl 

• Bound Book • Video Tape 1 

• Other fsnedfv) ! 

j 
i 
j 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other tsnerifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reelfs) 

n Computer TaptffVl 
Number 

• Other (specify) 
1 1 . File is Used ! 

• Dally o Weekly. 0 Monthly DAnnuajly 

i 
I 
1 

12. File Becomes Inactive After 

g 
n Mnnrhfs) Yearfsl 

Number 

13. Current Location(sj (Bldg., Floor, Room) j 

S S C T Of f ice j 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. Access Restrictions (IfYes, cite Law(s) ft Regulations) j 

a Yes • No [ 

1 
l 

16. Audit Requirements 

• None • State • Federal a Independent 

17. Is an Index System used? If yes,.explain briefly arid describe req 

a Yes • No 

Liirements 
1 

1 

.18. Recommended Retention 

Retain hard copy for six (6) yea rs f rom the end of 
the f iscal year the file w a s c losed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 
IT & R e c o r d s R e t e n t i o n D i rec tor 

1 
1 

20." Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 

t 

j 



15" 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 1 OF ^ 

1. Department/Agency 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t 

i 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
A. Record Series Title 

M e d i c a i d W a i v e r 

5. Earliest Year/Latest Year 

2 0 0 1 t o 2 0 1 0 

6. Record Series Description (Briefly describe the.types of informatloh/riocun^nts/forms found in the series. Include the purpose or function of the series.) 

File includes Leve l of C a r e , Quarter ly Review, JReportable Events, Medica id W a i v e r Application, Level of C a r e & Rate Certification, Division of 
Eligibility Wa iver .Serv ices , D E W S Verif icat ion/ Information Request , File Order & Approved Cl ient Procedure, Fax Shee t , C o n s e n t to R e l e a s e 
Information, Certification of Technica l /Medica l Eligibility, Quarter ly R e v i e w ( H o m e Clients) Quarter ly Review/Sat isfact ion Survey, Participant 
Consent , P lan of Care , Not ice of C a s e Activity! Medica l Adult D a y C a r e Preauthorizat ion, Preauthorizat ion for Environmental Adaptat ions & 
Assistive Equipment , Cl ient C a r e Notes, Cl ient F a c e Shee t , Authorization to Participate, a n d A E R S Evaluat ion forms and letters. 

7. Record Series Formatfs) List all J 

• Letter Size - • • Mcrofilm 

• Legal Size . • Computer T3pe 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other fsnerifvl 

9. Record Series Sequence. 

• Alphabetical 

O Numerical 

0 Chronological 

• Geographical 

41 Other (snerirvt 

Keyword Lookup 

9. Volume 

0 File Drawer(s) 

• Mcrofilm Reel(s) 

n Cnmniitf-r TanpW 
Number 

Q Other ("soeciM 

7. Record Series Formatfs) List all J 

• Letter Size - • • Mcrofilm 

• Legal Size . • Computer T3pe 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other fsnerifvl 

9. Record Series Sequence. 

• Alphabetical 

O Numerical 

0 Chronological 

• Geographical 

41 Other (snerirvt 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

•" Microfilm Reel(s) 

D CnmiiutRr Tanefs1! 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly. • Monthly • Annua :ly 

12. File-Becomes Inactive After 

c 
n Months • Yearfnl 

Number 

13. Current Location(s) (Bldg., Floor, Room) j 

S S C T Of f ice i 

1 A. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• ' Y e s i No 

15. Access Restrictions (IfYes. cite Law(s) & Regulatton(s) 1 

• Yes • No 1 

t 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe req 

0 Yes • No 

ulrements 
i 
1 

16. Recommended Retention 

Retain hard copy for six (6) years f rom the end of 
the f iscal year the file w a s c losed then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 
IT & R e c o r d s R e t e n t i o n D i rec tor 

20\ TelephoneNumber 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



\ 

Instructions - T y p e or Print a separate form for 1 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1) j 

DEPARTMENT OF GENERAL SERVICES' 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

\ 

Instructions - T y p e or Print a separate form for 1 

each new or revised record series. Forward | 

with Records Retention Schedule ( D G S 550-1) j 

DEPARTMENT OF GENERAL SERVICES' 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency j 

Senior Services and Community Transit j 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

National Family Caregiver 
5. Eariiest Year/Latest Year 

2001 t 0 2010 

6. Record Series Description (Briefly describe the.types of information/do 

F i le includes: Client Intake, Documentation o 

DHMH Adult Evaluation and Review Service 
Application, Fiscal and Statistical Data/Elder 

currents/forms found in the series. Include the purpose or function of the series:) 

f Need for Respite Services, Grandparent Program Application, Request for Payment, 
s, Use of Grant, Ciient Contact, Contact, Registration Form/Grandparent Program 
y, and Fiscal and Statistical Data/Grandparerit Caregivers Forms. 

7. Record Series Formats) List all 

• Letter Size o Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o Video Tape. 

• Other (soeclfv) 

8. Record Series Sequenee. 

o Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (sneriM 

Keyword Lookup 

9. Volume 

O File Drawer(s) 

. • Microfilm Reel(s) 

n Cormuter Taneto 
Number 

n Other ("sofirifvl 

7. Record Series Formats) List all 

• Letter Size o Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book o Video Tape. 

• Other (soeclfv) 

8. Record Series Sequenee. 

o Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other (sneriM 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

a', Microfilm Reel(s) 

a Comouter Tanefs) 
Number 

• "Other (specify) 

n . File is Used 

• Dally ^Weekly, o Monthly OAnriuz iy 

12. File Becomes Inactive After 

3 
n Mnnthfs> • Ynarfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) | 

SSCT Office 

! 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office;) 

a Yes i No 

15. Access Restrictions (IfYes cite Law(s> & Reguiatlon(s) 

• Yes • No 

18. Audit Requirements 

• None • State • Federal a Independent 

17. Is an Index.System used?.If yes, explain briefly and describe req 

• Yes • No 

ulrements 18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number. 

410-996-5205 
21. Date 

9/10/2010 

DGS 650-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title | 

O m b u d s m a n a n d C a r e g i v e r : C l i e n t R e c o r d s j 

1 

5, Earliest Year/Latest Year 

2 0 0 3 t o 2 0 0 9 

6. Record Series Descriptlori (Briefly describe the.ly'pes of Informatlon/ddcuments/forrns found in the series Include the purpose or function of the series.) 

A fo lder is c r e a t e d for e a c h nurs ing h o m e / a s s i s t e d living h o m e res ident w h o c o n s e n t s to file a c o m p l a i n t b e c a u s e their res ident r ights 
h a v e b e e n a l l e g e d l y v io la ted . T h e fo lder c o n t a i n s c a s e n o t e s , p ic tures if n e c e s s a r y , a n d o ther d o c u m e n t s c r e a t e d by t h e invest igat ion . 
E a c h c a s e in format ion is input into t h e O m b u d s m a n a g e r ( w e b b a s e d ) c o m p u t e r s y s t e m . O t h e r p a p e r records a r e c o p i e s of a n n u a l M D o A 
moni tor ing visi ts, nurs ing h o m e su r veys , N O R S reports , quar ter ly m a n a g e m e n t m e e t i n g no tes . 

7. Record Series Format(s) List all 

• Letter Size u Microfilm 

D Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv') 

Keyword Lookup 

9: Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmntitftr Tanp(s1 
Number 

• Other (soecifv) 

• Bouhd Book • video Tape. 1 

0 Other (soecifv) i 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifv') 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n CnmuutRi TanefsS 
Number 

• Other (specify) 
11. File is Used | 

• Dally • Weekly. D Monthly DAnnualty 

j 

i 

12. File Becomes Inactive After 

^ n Mnnrhfr;) | Ynarfsl 

Number 

13. Current Location(s) (Bldg,, Floor, Room) ] 

S S C T Of f ice j 

| 
! 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes i No 

15. Access Restrictions (IfYes cite Law(s) & Regulation(s) 

• Yes • No 

l 10. Audit Requirements 

• None B State • Federal • Independent 

17. Is an Index System used? If yes,.explain briefly and describe reqi 

a Yes • No 

remeriis 18. Recommended Retention 

Retain hard copy for seven (7) years f rom the end 
of the f iscal year the file w a s c losed then destroy. 

19. Name and Titfe of Preparer 

S c o t t M e s n e a k 
IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 560-4 (Rev. 1(93) 

I 



Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Senior Services a n d Community Transit 
2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title j 

Preventive Health - Medication management, nutrition, counseling, nutrition 
education, fitness: Service Records | 

5. Eariiest Year/Latest Year 

2 0 0 5 t 0 2 0 1 0 

6. Record Series Description (Briefly describe Ihe'.types of Information/do 

Written summaries of Nutrition Counseling s( 
sessions are entered in AIM. 

-uments/forms found in the series Include the purpose or function of the series.) 

>ssions are kept on file in the Community Services Supervisor's office and records of 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape. 

• Other fsoecifv) 

0. Record Series Sequence 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other rsofirihrt 

9. Volume 

• File.Drawees) 

• Microfilm Ree!(s) 

n Cnmniirer Tanefsl 
Number 

• Other fsoecifv) 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape. 

• Other fsoecifv) 

0. Record Series Sequence 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other rsofirihrt 

10. Annual Accumulation 

• File Drawees) 

• ' Microfilm Reel(s) 

a Computer Taper's') 
Number • 

O Other (specify) 

11. File is Used 

• Daily •Weekly a Monthly • Annual / 

12. File-Becomes Inactive After 

4 
• Months • Yeartel 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

Community Services Supervisor 
14. Is Record Series Dupflcated Elsewhere? (If yes, specify agency or office.) 

A IM 
• Yes o No 

15. Access Restrictions (IfYes, cite Law(s) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index.System used?.If yes, explain briefly arid describe reqi 

• Yes • No 

Irements 

I 

1B. Recommended Retention 

Retain hard copy for four (4) years f rom the end of 
the f iscal year the file w a s c losed then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

j 

1 

2LT. Telephone.Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. U93) 



ft 

INSTRUCTIONS - Type or print a j 
separate form for each new/revised I 
electronic record series. Forward with j 
Records Retention Schedule (DGS 550-1) j 
COMAR 14.18.04 I 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page of 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Sen io r Serv ices and Commun i t y Transi t 

3 U N I T 

DEFINITION - Record Series A group bf related records stored electronically and used as a unit for reference as well as retention 
and dispbsition purposes 

4 E L E C T R O N I C R E C O R D S E R I E S T I T L E 

Support Services - Retired & Senior Volunteer Program (RSVP): Grant 
Records 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2008 j o 2010 

6 INPUT - Identify sou rce of in fo rmat ion to be en te red 

Paper I 

7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Brief ly descr ibe the in fo rmat ion /documents / fo rms 
j con ta ined in a ser ies. Inc lude purpose a n d func t ion o f the sys tem. 

Grant funds m a n a g e m e n t through' quarter ly and annua l f inancial reports. Grant p rogram report ing 
requ i rements thought the annua l p rog ramming for impact report, month ly individual vo lunteer t ime records, 
month ly vo lun teer serv ice record repor ts and annual vo lunteer service record reports. 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing. 

Admin is t ra t ion , Depar tment Headis, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wil l have ( read) , (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 
I 

Updates are not a l lowed on the or iginal document ; if updates are needed , the documen t needs to be 
rep laced. i 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensure the record 's re tent ion a n d usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

Ceci l County Governmen t Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposal da te , and then record is purged . 

12 R E C O M M E N D E D R E T E N T I O N I 
i 

Reta in hard copy until s c a n n e d a n d i m a g e ver i f ied then destroy hard copy. Reta in imaged copy for th ree (3 ) y e a r s f rom the end of the fiscal y e a r the file w a s c losed then destroy. 

I 
13 T Y P E D O R P R I N T E D N A M E O F i 

P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R | 

IT & Records Retent ion Director 
i i 

D G S 5 5 0 - 6 | 
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Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

1 1 
PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

SALGHS: Electronic Records 
5. Earliest Year/Latest Year 

2 0 0 2 t 0 2 0 0 9 

6. Record Series Description (Briefly describe the.types of Infomnation/do'cuments/forms found in the series Include the purpose or function of the series.) 

Records include quarterly monitoring reports) of the participating assisted living homes original and redetermination client award letters for 
approval in SALGHS. Also encrypted comprehensive assessments used for eligibility. Data from quarterly monitoring reports and OHCQ 
surveys wi l l be imputed into the ASPEN computer system once it is activated by OHCQ 

i 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

a Bound Book a Video Tape 

• Other fscecitV) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

D Geographical 

• Other isDecifVl 

Keyword Lookup, 

9: Volume 

• File.Drawer(s). 

• Microfilm Reel(s) 

n Cnmnnter Tanefsl 
Number 

• Other (soeclfv) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

a Bound Book a Video Tape 

• Other fscecitV) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

D Geographical 

• Other isDecifVl 

Keyword Lookup, 

10. Annual Accumulation 

• File Drawees) 

O Microfilm Reel(s) 

D ComDiitRr Tanei'sV 
Number 

• 'Other (specify) 

11. File is Used j 

• Dally • Weekly o Monthly DAnnually 
! 

i 
i 

12. File Becomes Inactive After 

^ • Monthfs) • Ynarfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

SSCT Office 
i A. Is Record Series Duplicated Elsewhere7 (If yes, specify agency or office.) 

• • Yes- i No 

15. Access Restrictions (IfYes. cite Law(s) & Regulatlon(s) 

• Yes • No 1 
i 
1 

16. Audit Requirements 

O None • State D Federal • Independent 

17. Is an Index.System used? If yes, explain briefly and describe reqi 

0 Yes • No 

Irements 

1 

16. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for five (5) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer j 

Scott Mesneak | 
IT & Records Retention Director | 

1 

i 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9/10/2010 

DGS 550-4 (Rev. U93) 

I 
I 



*1 

INSTRUCTIONS-Type or print a j 
separate form for each new/revised 1 
electronic record series. Forward with \ 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

P a g e 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Sen io r Serv ices and Commun i t y Transi t 

3 U N I T 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 E L E C T R O N I C R E C O R D S E R I E S T IT 

Senior Act iv i t ies/Events 
_E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2006 j o 2010 

6 INPUT - Identify sou rce of in format io 

Paper 

i to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S DE* 

File inc ludes: Tr ip Deposi t , Tr ip B 
Incident Report , and Senior Tr ip S 

3 C R I P T I O N - Brief ly desc r ibe the i n fo rma t ion /documen ts / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion o f the sys tem. 

eakdown , Swim Deposi t , Activi ty S ign-Up, Cl ient Intake, In-House 
Sheet fo rms and records. 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 
! 

Admin is t ra t ion , Depar tment Heads, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wi l l have ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S OR C O N D I T I O N S A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

Upda tes are not a l lowed on the or ig inal document ; if updates are needed , the documen t needs to be 
rep laced. 

i 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensure t he record 's re tent ion a n d usabi l i ty t h roughou t the record 's au thor ized life cyc le . 

Ceci l County Government Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposal da te , and then record is purged . 

i 
12 R E C O M M E N D E D R E T E N T I O N | 
Retain hard copy until s c a n n e d and i m a g e veri f ied then destroy hard copy. Reta in imaged copy for t h r e e (3) y e a r s f rom the end of the fiscal y e a r the file w a s d o s e d then destroy. 

13 T Y P E D OR P R I N T E D N A M E O F 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retent i on Director 
i 

DGS. 550 -6 ! 
i 
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Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE "1 OF 1 

1, Department/Agency j 

Senior Services and Community Transit 
i 

2. Division. 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title ] 

Senior Assisted Living G r o u p Home Subsidy (SALGHS) 
i 

5. Earliest Year/Latest fear 

2002 t 0 2010 

6. Record Series Description (Briefly describe the.types of inforTratio'ri/documents/forrns found in the series. Include the purpose or function of the series.) 

File includes: DHMH 767-Plan of Correction! DHMH Resident/Staff Matrix for Deficiency Report, Consent, Client Intake, Award Letter 
(with Section 8), Monthly Payment Request,] Water & Sewer Evaluation Request, Waiting List, SALGHS Quarterly Report, DHMH 767, 
AERS Report, Re-enrollment of Provider Letter, SALGHS Formula, Award Letter, Memo to Program Manager, Re-Determination Letter, 
SALGHS Client Application, Expenditures, providers Services Agreement, Quarterly Receipt Data, OHCQ Survey Sign-off, OHCQ 
Memo for Program Manager, Survey Report, SALGHS Provider Enrollment, and SALGHS Formula (section 8) forms. 

7. Record Series Formats) List all | 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

• Audio Tape • Poppy Disk 

q Bound Boofc o Video Tape 

• Other fsoecifvl 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifvS 

Keyword Lookup, 

9. Volume 

D File Drawer(s) 

• Microfilm Reel(s; 

n Cnmnuter Tanpfsl 
Number 

a Other fsoecifv) 

7. Record Series Formats) List all | 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

• Audio Tape • Poppy Disk 

q Bound Boofc o Video Tape 

• Other fsoecifvl 

9. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifvS 

Keyword Lookup, 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n CommitRr TanefsV 
Number 

o 'Other (specify) 

11. File Is Used ] 

j 
• Daily 0 Weekly, o Monthly • Annually 

12. File-Becomes Inactive After 

3 
n Mnnrhfsl | YnarfeY 

Nurrtoer 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

SSCT Office 
14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.) 

• Yes P No 

15. Access Restrictions (IfYes, cite Law(s) & Regulations) 

• Yes • No 

10. Audit Requirements 

• None • State • ' Federal • Independent 

17. Is an Index System used?.If yes, explain briefly and describe req 

• Yes • No 

Irements 

1 j 
i 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name.and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 
21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 
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Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930. 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930. 

PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title j 

Senior Care: Electronic Records j 

5. Earliest Year/Latest Year 

1993 t 0 2009 

P. Record Series Description (Briefly describe the.types of Information/do 

Most of the information in the client records n 
then moved to the closed case file waiting fo 
return to the program. Those client records re 

:uments/forms found in the series Include the purpose or function of Ihe series.) 

5 g e n e r a t e d f r o m e lec t ron ic f o r m s . T h i s in format ion r e m a i n s in a filewhile c l ients o p e n a n d 

3 y e a r s or d e a t h . E v e n t h o u g h cl ients h a v e b e e n c losed t h e r e a r e t i m e s t h e y r e c o v e r a n d 

; m a i n until p e r s o n is d e c e a s e d . 

7. Record Series Formats) List all 

• Letter Size Mcrofilm 

D Legal Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • Video Tape. 

O Other fsnedty) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

ri Geographical 

• Other (sDP.cifVl 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

• Microfilm Reel(s) 

n Commuter Tan««l 
Number 

• Other (soeclfv) 

7. Record Series Formats) List all 

• Letter Size Mcrofilm 

D Legal Size • Computer Tape 

• Audio Tape 0 Floppy Disk 

• Bound Book • Video Tape. 

O Other fsnedty) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

ri Geographical 

• Other (sDP.cifVl 

Keyword Lookup 

10. Annual Accumulation 

P File Drawer(s) 

• ' Microfilm Reel(s) 

n CnmuutRr Tanefsl 
Number 

• 'Other (specify) 

11. File is Used 

Q Dally • Weekly • tvtanthly a Annua 

12, File Becomes Inactive After 

Indefinitely a M m m a V c a r ( s ) 

Nurrter 

13. Current Location(s) (Bldg.. Floor, Room) 

S S C T Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify.agency or office,) 

r r Yes • No 

15. Access Restrictions-df Yes, cite Law(s) & Regulations) 

• Yes • No 

1 
1 

16- Audit Requirements 

• None • State D Federal • Independent 

17. Is an Index.System used?.lf yes, explain briefly arid describe req 

D Yes • No 

jirements 

i 
18. Recommended Retention 

Retain for three (3) years after cl ient is deceased 
then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 
i 

20.' Telephone Number. 

410-996-5205 
21. Date 

9/10/2010 

DGS 560-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Senior Care Program 
5. Earliest Year/Latest Year 

2 0 0 3 t D 2 0 1 0 

6. P.ecord Series Description (Briefly describe the.types of Iriformatlon/documents/forms found in the series Include the purpose or function of Ihe series.) 

File includes: Senior Care Services Form (700B) . Senior Care Direct Services ( D S S Users). Senior Care Statistical Report. Senior Care Pre-IYlonitoring Form. Voter Registration. Senior 
Care Waiting List. Senior Care Service Application. Senior Care Screening Intake Form. Senior Care Services (700A). Senior Care Functional Assessment. Senior Care Plan of Care . 
Senior Care Ranking Scale. Senior Care Loan Consent Form. Senior Care Name List. Senior Care Monthly Spreadsheet. Senior Care Openings, Closings, Transfers, Senior Care 
Information Release Form. Senior Care Watting List. SenlorjCare Review or Appeal . Senior Care Monthly Expenditures Work Book, Senior Care Reviewing Eligibility Decision. Senior 
Care No Contact Letter. Senior Care Client Intake Form. Senior Care Authorization for Services. Senior Care Review Letter, Senior Care Eligibility Letter. Senior Care A E R S Assessment 
Letter, Senior Care Client Profile .Senior Care . Consent Form. Senior Care Ineligible Right to Appeal Letter, Senior Care Case Management No Longer Needed Letter, and Senior 
Request for a Meeting of Appeal forms and letters, j 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

0.Audio Tape a Floppy Disk 

0 Bound Book • video Tape 

n Other (SDerifvt 

8. Record Series Sequence. 

• Alphabetical 

O Numerical 

• Chronological 

b Geographical 

^ Other fsnedh/i 

Keyword Lookup 

9. Volume 

• File Drawees) 

• Microfilm Reel(s) 

n Onmnufer Tanfifst 
Number 

n Other (soenifvl 

7. Record Series Format(s) List all 

• Letter Size • Mcrofilm 

0 Legal Size • Computer Tape 

0.Audio Tape a Floppy Disk 

0 Bound Book • video Tape 

n Other (SDerifvt 

8. Record Series Sequence. 

• Alphabetical 

O Numerical 

• Chronological 

b Geographical 

^ Other fsnedh/i 

Keyword Lookup 

10. Annual Accumulation 

n File Drawer(s) 

• : Microfilm Reel(s) 

o CamuutRr TanersV 
Number 

Q Other (specify) 

11. File Is Used 

• Dally. • Weekly, • rvtonthly • Annua iy 

12. File Becomes Inactive After 

3 
• Monthtsl • Ye artel 

Number 

13. Current Location(s) (Bldg.. Floor, Room) 

SSCT Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. Access Restrictions (IfYes, cite Law(s) a Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal o Independent 

17. Is an Index System used?.lf yes, explain briefly arid describe req 

• Yes • No 

L irements 18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

i 
j 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

2 1 . Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



2 j r 

Instructions - T y p e or Print a separate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h n e w or revised record series. Forward 

with Records Retention Schedule ( D G S 5 5 0 - ' 

1 

) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

l. Department/Agency [ 

Senior Serv ices and Communi ty Transi t 
1 

2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group o f r e l a t e d records normally filed and used as a unit for reference as well as retention and disposition purposes 

4. Record Series Title j 

Senior Care , SALGS, and Healthy Lifestyle Fitness Center(HLFC): Cl ient Records 
5. Earliest Year/Latest Year 

1993 a 2003 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series, include the purpose or function of the series.). 

A fi les is created for each client (65 years or older) that includes case notes, comprehens ive assessments, p rogram registrat ions (initial 
and redeterminat ion), plans of care, vendor letters, income assessment recommendat ion, other program appl icat ions, and other 
support ing documents/ informat ion to ensure the vulnerable senior to remain in the communi ty w h o are at risk of entering a nursing home. 
Eligibility is redetermined semi-annual ly, j 

i 
7. Record'Series Format(s) List all 

• Letter Size o Microfilm 

• Legal Size • Computer Tape 

D Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

0 Other (SOBdfv) 

0. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

D Geographical 

• Other (SDecrM 

Keyword Lookup 

9. Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

n Cnmnntpr TappiRt 
Number 

• Other fsDeclM 

7. Record'Series Format(s) List all 

• Letter Size o Microfilm 

• Legal Size • Computer Tape 

D Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

0 Other (SOBdfv) 

0. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

D Geographical 

• Other (SDecrM 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

D Microfilm Reel(s) 

• Con-muter Tanefsl 
Number 

• Other (specify) 

11. File is Used | 

• Daily D Weekly p ^ n ^ ' y • Annually 

I 

12. File Becomes Inactive After 

3 
• Monthfsl • YearY^ 

Number 

13. Current locatlon(s) (Bldg., Floor, Room) 

SSCT Off ice 
14. Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

D : Yes § No 

15. Access Restrictions .Of Yes, cite Law(s) 8. Regulation^) | 

• Yes a~No | 

t 
1 

-16. Audit Requirements 

• None • State • Federal o Independent 

T7. Is an.Index System used? If yes, explain briefly and describ 

• Yes B No 

; requirements 

1 

18. :Remmmended Retention 

Retain hard copy until scanned and image verif ied then 
destroy hard copy. Retain imaged copy for three (3) 
years f rom the end of the fiscal year the file was closed 
then destroy. 

19. Nameand Title of Preparer 

Scott Mesneak 
IT & Records Retention Directc )r 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/33) | 



j 

Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 
each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF ^ 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3. Unit 

DEFIN IT ION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title j 

Senior Center and Fitness Center Incident Reports 
5. Earliest Year/Laiest Year 

2001 t 0 2010 

6. Record Series Description (Briefly describe the.types of information/do 

Incident reports from the Elkton Center, Perr 
involving senior center members: Reports ar 

1 

cuments/forrns found in the series. Include the purpose or function of the series.) 

yville Center, and Healthy Lifestyles Fitness Center describing injuries or medical incidents 
e stored in Director's fiie, Community Services Supervisor file and sent to Risk Management. 

7. Record Series Format(s) List all | 

• Letter Size • Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other (soecifV, 

0. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Other ('snerifvl 

Keyword Lookup 

9;-Volume 

• File Drawer(s). 

D Mcrofilm Reel(s) 

n Cnmnutfrr Tanpfs\ 
Number 

• Other fsoecifvl 

7. Record Series Format(s) List all | 

• Letter Size • Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other (soecifV, 

0. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

O Geographical 

• Other ('snerifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawerfs) 

• Microfilm Ree1(s) 

n Cnmiiutpr Tariff's) 
Number 

a Other (specify) 

11. File Is Used 

0 Dally • Weekly. 0 Monthly • Annua 

12. File Becomes Inactive After 

3 
• MonthfsV • Yearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

SSCT Director, C.S.S. 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office,) 

• Yes i No 

15. Access Restrictions (IfYes. cite Law(s) & Regulation^) 

• Yes • Mo 

16. Audit Requirements 

• None • State • Federal a Independent 

17. Is an Index;System used?.If yes, explain briefly arid describe req 

• Yes • No 

ulrements 

1 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imiaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 
21. Date 

9/10/2010 

DGS 560-4 (Rev. 1/93) 

| 



Z7 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4IO-7g9-l930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
4IO-7g9-l930 

1 1 
PAGE 1 OF 1 

1. Department/Agency I 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t 

i 

•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title j 

S e n i o r F a r m e r ' s M a r k e t P r o g r a m 

5. Earliest Year/latest Year 

2 0 0 6 l 0 2 0 1 0 

6. Record Series Description (Briefly describe the types of informatkin/do 

Fi le inc ludes: S e n i o r F a r m e r ' s M a r k e t Nutritic 
S e n i o r F a r m e r ' s M a r k e t Nutr i t ion P r o g r a m Ar. 
M a r k e t Nutr i t ion P r o g r a m P r o x y Des ignat ion ' 

cuments/forms found in the series Include trie purpose or function of the series.) 

>n P r o g r a m E v a l u a t i o n , S e n i o r F a r m e r ' s M a r k e t Nutr i t ion P r o g r a m M e a n s T e s t e d p r o g r a m s , 
>plication, S e n i o r F a r m e r ' s M a r k e t Nutr i t ion P r o g r a m W a i t i n g List, a n d S e n i o r F a r m e r ' s 
f o r m s . 

7. Record Series Format(s) List all 1 

• Letter Size • Mcrofilm 

• Legal Size n Computer Tape 

• .Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

n Other tenerifvl 

8. Record Series Sequence 

J 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifvi 

Keyword Lookup 

9: Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Comnuter Tane(s) 
Number 

• Other (soeclfv) 

7. Record Series Format(s) List all 1 

• Letter Size • Mcrofilm 

• Legal Size n Computer Tape 

• .Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

n Other tenerifvl 

8. Record Series Sequence 

J 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

O Computer Tauete) 
Number 

D Other (specify) 

11. File Is Used 

• Dally • Weekly. | Monthly • Annua iy 

12. File Becomes Inactive After 

3 
n Mnnthtel • Yr> artel 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

S S C T Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office;) 

• Yes U No 

15. Access Restrictions (IfYes. cite Law(s) & Regulation^) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used?.If yes, explain briefly arid describe req 

• Yes • No 

Irements 

i 

.18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 
IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for j 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y Instructions - T y p e or Print a separate form for j 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE. 1 OF 1 

1. Department/Agency 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t 

•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
<1. Record Series Title 

S e n i o r In fo rmat ion a n d A s s i s t a n c e P r o g r a m < and H e a l t h I n s u r a n c e P r o g r a m 

5, Earliest Year/Latest Year 

2 0 0 3 , 0 2 0 1 0 

6. Record Series Description (Briefly describe the' types of information/do 

F i le inc ludes Dai ly S e r v i c e Repor t ing L o g , Se 

F o r m , a n d R e s o u r c e R e p o r t F o r m j 

cuments/forhis found in the series Include the purpose or function of the series.) 

snior In format ion a n d A s s i s t a n c e R e p o r t , Pub l ic a n d M e d i a Activity F o r m , C l i e n t C o n t a c t 

7. Record Series Formates) List all 

• Letter Size • Mcrofilm 

• Legal Size o Computer Tape 

• Audio Tape o Floppy Disk 

o Bound Book • video Tape. 

• Other rsDerifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (soeciM 

Keyword Lookup; 

9. Volume 

• File. Drawees) 

• Mcrofilm Ree!(s) 

• Comnuter TaneYsl 
Number 

• Other CsoeciM 

7. Record Series Formates) List all 

• Letter Size • Mcrofilm 

• Legal Size o Computer Tape 

• Audio Tape o Floppy Disk 

o Bound Book • video Tape. 

• Other rsDerifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (soeciM 

Keyword Lookup; 

10. Annual Accumulation 

• File Drawer(s) 

Microfilm Reel(s) 

n ComoutHr TanefsY 
Number 

• Other (specify) 

n . File Is Used 

• Dally. • Weekly. • Monthly • Annua y 

12, File BecomeslnactiveAfter 

• ' Monthfsl |p Yearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

S S C T Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

a Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

D Yes B.IMo 

1 

1 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used?.If yes,.explain briefly arid describe req 

• Yes • No 

ilrements 
i 
i 

IS. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

1 

20.' Telephone Numher. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. If93) 



INSTRUCTIONS-Type or print a j 
separate form for each new/revised 1 
electronic record series. Forward with j 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Paqe 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Sen io r Serv ices and Commun i t y Transi t 

3 U N I T 

DEFINITION - RecordSeries - Agroup l 
and disp 

of related records stored electronically and used as a unit for reference as well as retention 
osition purposes 

i 
4 E L E C T R O N I C R E C O R D S E R I E S TIT 
Senior Nutr i t ion Program 

LE 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2006 j o 2010 

6 I N P U T - Identify sou rce of in format id 

Paper 
n to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
I con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of the sys tem. 

Fi le inc ludes: H o m e De l i ve red Mea l Sui jvey, Inc ident Repor t , Reg is t ra t i on F o r m , H o m e De l i ve red Mea l Depos i t Fo rm , 
C o n g r e g a t e Meal R e f u n d Sl ip, C o n g r e g a t e Meal Depos i t F o r m , S i te Eva lua t ion , C o n g r e g a t e a n d H o m e De l i ve red Mea l Coun t , 
R e q u e s t for Funds , H o m e De l i ve red Meal T e r m i n a t i o n Letter, C o m m o d i t y C a s h R e i m b u r s e m e n t (NSIP) , D ie t ic ian Bi l l ing, 
S e r v i c e s Repor t , Pe rsona l S e r v i c e s Repor t , a n d Mi leage repor ts a n d fo rms . 

I 
9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion , Depar tment Heads, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wil l have j ( read) , (print) and (hold) access . 

i 
i 

10 U P D A T I N G C Y C L E S ' O R CONDITI 'C 

Updates are not a l lowed on the o 
rep laced. 

N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

i g ina l document ; if updates are needed , the document needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensure the record 's re tent ion a n d usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

Ceci l County Government Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposal date, and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 
Retain hard copy until scanned and image verified then 

i 
destroy hard copy. Retain imaged copy for three (3) years from the end of the fiscal year the file was closed then destroy. 

13 T Y P E D OR P R I N T E D N A M E O F 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retent i on Director 
i 

D G S 5 5 0 - 6 



30 

Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

S e n i o r S e r v i c e s a n d C o m m u n i t y T r a n s i t 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

S u p p o r t S e r v i c e s - L e g a l A s s i s t a n c e 

5. Eailiest Year/Latest Year 

2 0 0 3 t o 2 0 0 9 

6. Record Series Description (Briefly describe the types of Information/do 

R e c o r d s a r e k e p t by L e g a l Aid B u r e a u Inc ex 

cuments/for'ms found in the series. Include the purpose or function of the series.) 

c e p t quar te r ly reports. A n n u a l cont rac t is s c a n n e d into t h e c o m p u t e r . 

7. Record Series Format(s) List all 

• Letter Size • Mcrofi|m 

0 Legal Size .0 Computer Tape 

• Audio Tape n Floppy Disk 

D Bound Book D Video Tape 

• Other/soeclfvl 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

o Geographical 

• Other (soecirVi 

Keyword Lookup: 

9. Volume 

D File.Drawerfs) 

• fvicrofllm Reel(s) 

n Computer Tappfsl 
Number 

• Other (specify! 

7. Record Series Format(s) List all 

• Letter Size • Mcrofi|m 

0 Legal Size .0 Computer Tape 

• Audio Tape n Floppy Disk 

D Bound Book D Video Tape 

• Other/soeclfvl 

0. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

o Geographical 

• Other (soecirVi 

Keyword Lookup: 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

n Cnmpiitpr TappM 
Number 

o 'Other (specify) 

11. File Is Used 

• Daily. • Weekly. ^ M ^ W y . • Annua 

12, File Becomes Inactive After 

3 

^ n rvlnnrhttl fl Ynarftl 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

S S C T Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

n Yes i No 

15. Access Restrictions (IfYes. cite Lavvfs) & Regulatlon(s) 

• Yes • No 

16. Audit Requirements 

• None • State • Federal a Independent 

17. Is an Index.System used? If yes, explain briefly and describe req 

• Yes • No 

ulrements .10. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

i 
1 

20. Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 560-4 (Rev. 1/9'J) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-793-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-793-1930 

PAGE 1 OF 1 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title j 

Support Services - Long Time Care Supervisor 
5. Eariiest Year/Latest fear 

2003 „ 2010 

6. Record Series Description (Briefly describe the.types.of InformattoWda 

Program Information, Pre-monitoring reports' 
and providers, client waiting lists for senior a 
guardianship, medicaid waiver, ombudsman! 

cumems/forms found in the series Include the purpose or function of Ihe series.) 

monitoring resources, statistical reports, spread sheets for senior care +SALGHS clients 
are clients, senior care financial folders Information for each program supervised (caregiver, 
SALGHS, senior care, Sr l&A, SHIP, SMPI, MFP and MIPPA) 

7. Record Series Format(s) List all 

• Letter Size o Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

o Bound Book n Video Tape, 

n Other fsnfirJfvl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• OthRr isDficifvi 

Keyword Lookup 

9.' Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n Cnmnuter Tanpffil 
Number 

• Other (soecifvl 

7. Record Series Format(s) List all 

• Letter Size o Microfilm 

0 Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

o Bound Book n Video Tape, 

n Other fsnfirJfvl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• OthRr isDficifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

a Microfilm Reel(s) 

O Computer Tapefs) 
Number 

o Cther (specify) 

11, File is Used 

• Daily • Weekly • Monthly a Annua 

12. File-Becomes Inactive After 

Indefinitely n M n n t h f s l n Y n a r f t , 
Number 

13. Current Location(s) (Bldg.. Floor, Room). 

SSCT Office 
1 A. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes i No 

15. Access Restrictions (IfYes, cite Lawfs) & Regulation^) 

• Yes H.No 

1 
1 

•18- Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe req 

• Yes • No 

Irements 

1 
.18. Recommended Retention 

Retain hard copy unti l scanned a n d image ver i f ied 
then destroy hard copy. Retain image until c l ient 
file is c losed out then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 
21. Date 

9/10/2010 

DGS 550-4 (Rev. 1(83) 
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Instructions - T y p e or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1830 

A G E N C Y R E C O R D S INVENTORY 

PAGE ^ OF 1 

1. Department/Agency 

Senior Services and Community Transit 
2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Support Services - Transportation 
5. Eailiest Year/Latest Year 

2 0 0 9 t o 2 0 1 0 

P. Record Series Description (Briefly describe the.types of Information/do 

Client registration for C.T. Cruiser 
:uments/forms found in the series. Include the purpose or function of the series.) 

7. Record Series Fbrmat(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audiotape oFloppyDlsk 

o Bound Book • Video Tape, 

• Other (soedfv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other J'snecifSn 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Mcrofilm Reel(sj 

n Cnmpntpr Tappfsl 
Number 

• Other fsoecifvl 

7. Record Series Fbrmat(s) List all 

• Letter Size •Mcrofilm 

• Legal Size • Computer Tape 

• Audiotape oFloppyDlsk 

o Bound Book • Video Tape, 

• Other (soedfv) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other J'snecifSn 

Keyword Lookup 

10: Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

n Cnmnutpr Tane/Vl 
Number 

• Other (specify) 

11. FlleisUsed 

• Dally • Weekly. • Monthly • Annua / 

12. File Becomes Inactive After 

% 
n Mnnfhfsl • Yeartsl 

Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

SSCT Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D" Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regutation(s) 

• Yes • No 

16. Audit Requirements 

O None B State • Federal • Independent 

17. Is an Index.System used? If yes, explain briefly and describe reqi 

• Yes • No 

rements 16. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

2fJ. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



3 ? 

INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. F o r w a r d with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

E L E C T R O N I C RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. F o r w a r d with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 P a g e 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Sen io r Serv ices and Commun i t y Transi t 

3 U N I T 

D E F I N I T I O N - RecordSeries - A group 
and d isp 

of related records stored electronically and used as a unit for reference as well as retention 
osition purposes 

4 E L E C T R O N I C R E C O R D S E R I E S TIT 

Transpor ta t ion 
L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2005 j o 2010 

6 INPUT - Identify sou rce of in format io 

Paper 

n to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S D E 

File inc ludes: Opera t ing stat ist ics 
D iscrepancy and Ma in tenance R< 
logs, and Client Regist rat ion form 

S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion o f the sys tem. 

MTA Form 2A-Serv ice Per formance Summary , Vehic le and Equ ipment 
jport , Vehic le Repai r Request , Vo lunteer Transpor ta t ion Request , Dr iver 
s. 

9 P O L I C Y O N A C C E S S A N D U S E - E 

Admin is t ra t ion, Depar tment Head 
wi th the "need to know" wil l have 

xp la in or a t t ach copy if es tab l i shed in wr i t ing . 

s, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
(read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I C 

Updates are not a l lowed on the o 
rep laced. 

N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

iginal documen t ; if upda tes are needed , the document needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D ME 
ensu re the record 's re tent ion a n d use 

Ceci l County Government Admin i 
Record is avai lable unti l the dispc 

DIA O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ib i l i ty t h roughou t t he record 's au thor i zed life cyc le . 

strat ion Bui lding 
sal da te , and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 
Reta in hard copy until scanned and i m a g e verified then destroy hard copy. Reta in imaged copy for five (5 ) years from the end of the fiscal year the tile was closed then destroy. 

13 T Y P E D O R P R I N T E D N A M E O F 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retent i on Director 
i 

D G S 550 -6 



I N S T R U C T I O N S - T y p e or print a ! 
separate form for each new/revised 
electronic record series. Forward with i 
Records Retention Schedule (DGS 550-1) 
C O M A R 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

P a q e 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County G o v e r n m e n t 

2 D I V I S I O N 
Sen io r Serv ices and Commun i t y Transi t 

3 U N I T 

DEFINITION - Record Series - A group 
and disp 

of related records stored electronically and used as a unit for reference as well as retention 
osition purposes 

i 

4 E L E C T R O N I C R E C O R D S E R I E S T I T L E 

Volunteer P rogram I 
5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2007 j o 2010 

6 INPUT - Identify sou rce of in fo rmat ion to be en te red 

Paper j 

7 O U T P U T - Identify the use/s of information generated b y system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
| con ta ined in a ser ies. Inc lude purpose a n d func t ion of the sys tem. 

File includes: Volunteer T ime Logs, Retired and Senior Volunteer Sign In, Retired and Senior Volunteer 
Appl icat ion, Consent to Release P|hone Number, Te lephone Reassurance Call Log, Friendly Visitor Program 
Contract, Photo Release Form Adult , Photo Release Form Minor, and Mileage Reports and forms. 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion , Depar tment Head|s, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wi l l have ( read) , (print) and (hold) access . 

i 
I 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

Updates are not a l lowed on the o r i g i na ldocumen t ; if updates are needed , the document needs to be 
rep laced. I 

| 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the progress ion es tab l i shed to 
ensu re the record 's re tent ion a n d usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

Ceci l County Government Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposa l date, and then record is purged . ' < 

12 R E C O M M E N D E D R E T E N T I O N 
Reta in hard copy until s c a n n e d and i m a g e veri f ied then iestroy hard copy. Reta in imaged copy for th ree (3) y e a r s f rom the end of the fiscal y e a r the file w a s c losed then destroy. 

13 T Y P E D O R P R I N T E D N A M E O F 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retent i 
I 

on Director 
i 

D G S 550 -6 
I 




